AGENDA REPORT

Meeting Date: September 23, 2008

Item Number: F-4
To: Honorable Mayor & City Council
From: Byron Pope, CMC
City Clerk
Subject: RESOLUTION OF THE COUNCIL OF THE CITY OF BEVERLY HILLS

ADOPTING A RECORDS RETENTION SCHEDULE AND

AUTHORIZING DESTRUCTION OF CERTAIN CITY RECORDS

Attachments: 1. Resolution
2. Exhibits

RECOMMENDATION

Adopt the attached resolution adopting a revised records retention schedule for
the City of Beverly Hills. The adoption of these revised retention schedules will
result in efficiency gains and cost savings.

INTRODUCTION

The City is continuing to develop a robust records management program,
including revising the records retention schedule for each department. [n 2007,
Beverly Hills selected Gladwell Governmental Services, Inc., an expert in local
government records, to develop a revised records retention schedules for the
City, and adoption of these schedules will complete the revision. An upgrade in
the existing program was necessary to reduce current and future records storage
costs, eliminate duplication of effort, increase efficiency and take advantage of
current technology and changes in law.

DISCUSSION
The upgrades of the current systems are driven by many factors, including:

Many depariments are filing and storing copies of the same records
Beverly Hills produces and manages many permanent records
Escalating records storage expenses

Technology advancements
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Meefing Date: September 23, 2008

The purpose of the program is to apply efficient and economical methods to the
creation, utilization, maintenance, retention, preservation and disposal of all City
records.

The new retention schedules were written interactively with all departments
participating. They provide clear, specific records descriptions and retention
periods, and apply current law and technology to the management of Beverly

Hills's records. By identifying which department is responsible for maintaining

the original record, and by establishing clear retention periods for different
categories of records, Beverly Hills will realize significant savings in labor costs,
storage costs, free filing cabinet and office space, and realize operational— -~
efficiencies.

The process has included individual meetings with staff from each department
and several revisions of ‘each retention schedule to ensure the records were
presented in an easy-to-use, accurate and complete manner. The appropriate
Department Head, the City Clerk, City Manager and the City Attorney have
reviewed and approved all Retention Schedules.

FISCAL IMPACT

Beverly Hills will realize significant savings both in labor and storage expenses;
including the avoidance of future storage and/or construction costs.

Byron Pope E i

Approved By

BO785-000111085229v2.dac



RESOLUTION NO. 08-R-

RESOLUTION OF THE COUNCIL OF THE CITY OF
BEVERLY HILLS ADOPTING A RECORDS RETENTION
SCHEDULE AND AUTHORIZING DESTRUCTION OF
CERTAIN CITY RECORDS

WHEREAS, the maintenance of numerous obsolete records is expensive, slows
document retrieval, and is not necessary after a certain period of time for the effective-and

efficient operation of the government of the City of Beverly Hills; and

WHEREAS, the approval of guidelines for the ongoing disposition of obsolete City
records will assist the City in the effective management of records, as well as provide for the

efficient review of records proposed for disposal;

WHEREAS, Section 34090, et. seq. of the Government Code of the State of California
provides a procedure whereby any City record which has served its purpose and is no longer

required may be destroyed; and

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF BEVERLY HILLS
DOES RESOLVE AS FOLLOWS:
Section 1. Any previous resolution pertaining to the adoption of a citywide records

retention schedule is hereby rescinded.

Section 2. The Records Retention Schedule, attached hereto as Exhibit A and
incorporated herein by this reference, is hereby approved. City records shall be retained for the
minimum periods listed in Exhibit A until approved for destruction in accordance with this
Resolution. Non-Records need not be retained in any form, provided, however, that any Non-

Records relevant to reasonably anticipated or ongoing litigation shall be retained.
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Section 3. The records of the City of Beverly Hills, as set forth in the Records
Retention Schedule Exhibit A, are hereby authorized to be destroyed as outlined in that schedule
in accordance with Section 34090 et seq. of the Government Code of the State of California,
upon the request of the Department Head and with the written consent of the City Clerk, Risk
Manager, and City Attorney, without further action by the City Council of the City of Beverly
Hills.

Section 4. This resolution does not authorize the destruction of the following records
as set forth in Government Code Section 34090, which include: (a) records affecting the title of
real property or liens thereon; (b} court records on any subject where litigation is pending; (c)
records required to be kept by statute; (d) records less than two years old; (¢) the minutes,

ordinances or resolution of the legislative body or of a city board or commission.

Section S. The destruction of any record as provided for herein shall be by disposal,
recycling, shredding or other effective method of destruction, as approved by the City Clerk. All
records of a sensitive or confidential nature shall be shredded, under the direct supervision of the

City Clerk or his designee.

Section 6. The following terms as used in this Resolution are defined as follows:

A “City Record” is a thing which constitutes an objective lasting indication of a writing,
event or other information, including but not limited to any record, document, instrument, bock
or paper, which is in the custody of a public officer and is kept either (1) because a law requires
it to be kept or (2) because it is necessary or convenient to the discharge of the public officer's
duties and was made or retained for the purpose of preserving its informational content for future

reference.
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A “Non-Record” shall mean documents or things that do not fall under the definition of a
City Record, including but not limited to: (1) publications or processed documents; (2) library or
museum material intended solely for reference or exhibition; (3) other documents neither
prepared by the City nor concerning the City’s business; (4) transitory writings, such as working
papers, appointment logs, notes, calculations or preliminary drafts, or interagency or intra-
agency memoranda, that are not retained by the City in the ordinary course of business even if
they contain information relating to the conduct of the City's business; or (5) unofficial copies of

documents kept only for convenience or reference.

Section 7. Any City‘Records not specified in the Records Retention Schedule shall
not be destroyed without the express approval of the City Attorney and a resolution acted upon

by the City Council.

Section 8. Updates to the retention periods are hereby authorized to be made to the
Records Retention Schedules without further action by the City Council of the City of Beverly

Hills with the consent of the City Clerk, City Manager, and City Attorney.

Section 9. The City Clerk shall certify to the adoption of this Resolution and shall
cause this Resolution and his certification to be entered in the Book of Resolutions of the

Council of this City.

Section 10.  This Resolution shall go into effect immediately upon its passage.

Adopted:

BARRY BRUCKER
Mayor of the City of Beverly Hills

[Signatures continue]
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ATTEST:

(SEAL)
BYRON POPE
City Clerk
APPROVED AS TO FORM: APPROVED AS TO CONTENT:
b Qo (eo)f %w%
LAURENCE S. WIENER BYRON POPE V

City Attorney City Clerk
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HOW TO USE RETENTION SCHEDULES

©1995-2008 Gladwel Governmental Services, Inc. (909) 337-3516 - all rights reserved
Do not dupticate or distribute without prior written permission

A legend explaining the information presented in the retention schedule has been printed on the back of
each page for your easy reference; an index to locate records is also provided.

The specified retention period applies regardless of the media of the record: If a record is stored on
paper and a computer file on a hard drive, both records should be destroyed (or erased) after the
specified period of time has elapsed.

Copies or duplicates of records should never be retained longer than the prescribed period for the origi:ﬁéT )
record.

STRUCTURE: CITYWIDE, DEPARTMENTS & DIVISIONS

The Citywide retention schedule includes those records all departments have in common {letters,
memorandums, purchase orders, etc.). These records are NOT repeated in the Department retention
schedule, unless that department is the Office of Record, and therefore responsible for maintaining the
originai record for the prescribed length of fime.

Each department has a separate retention schedule that describes the records that are unique fo their
department, or for which they are the Office of Record. Where appropriate, the department retention
schedules are organized by Division within that Department. If a record is not listed in your department
retention schedule, refer to the Citywide retention schedule. An index will be provided for your reference.

BENEFITS

This retention schedule has been developed by Diane R. Gladwell, CMC, an expert in Municipal
Government records, and will provide the City with the following benefits:

» Reduce administrative expenses, expedite procedures
* Free filing cabinet and office space

» Reduce the cost of records storage

- Eliminate duplication of effort within the City

« Find records faster

« Easier purging of file folders

« Determine what media should be used fo store records

For questions, please contact the City Clerk.
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